
 
 
 
 

 
                THE CITY OF SAN BRUNO IS HIRING 

 
 

Community Services Officer I 
 

 
Salary Range:  $14.71 - $17.88 hourly 

 
(2 Part-Time Positions – 24 hours per week)  

(Monday – Wednesday or Thursday - Saturday) 
 
 

Final Filing Date:  June 30, 2006 
 
 
The Position: This is an entry-level, non-sworn position in the Community Service Officer 
classification for the Police Department, which is primarily assigned to parking 
enforcement.  It is an at-will, part-time position and is designed as a training step for 
individuals who may be interested in a law enforcement career.  This position utilizes a 
nontraditional work schedule, which may routinely include evening and/or weekend work.   
 
Duties: 
 Enforce traffic and parking ordinances; write parking tickets; impound vehicles; perform 

traffic control; respond to and investigate parking complaints. 
 Undertake community oriented police work and assist citizens with such matters as 

locked or stalled vehicles, traffic safety, traffic direction. Provide a variety of police 
related information to the public and governmental agencies. 

 Coordinate activities with other officers or other City departments as needed; exchange 
information with officers in other law enforcement agencies; obtain advice from the City 
Attorney and District Attorney regarding cases, policies and procedures, as needed and 
assigned. 

 Prepare and maintain a wide variety of reports and records. 
 Accurately enter data into department computer systems; operate CLETS terminals for 

access and inquiry to state and national law enforcement systems. 
 Secure and maintain evidence and associated monitoring and record keeping. 
 Receive telephone calls; determine nature and urgency of calls, and coordinates 

appropriate response. 
 Compose a variety of correspondence, reports and other materials requiring 

independent judgment as to content, accuracy and completeness. 
 Schedule appointments, attend meetings, and occasionally perform relief clerical duties. 
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Knowledge Skills and Abilities:  
 Ability to learn the applicable laws, ordinances, and department rules and regulations. 
 Ability to communicate effectively orally and in writing. 
 Ability to speak and read the English language proficiently. 
 Ability to establish and maintain effective working relationships with subordinates, peers 

and supervisors. 
 Ability to follow verbal and written instructions. 
 Ability to learn the City’s geography. 
 Ability to use personal computer, including word processing and specialized software, 

police radio, phone, typewriter, calculator, fax and copy machine, motor vehicle, pager 
and first aid equipment. 

 
Qualifications: Applicants must be 18 years of age or older at the time of employment; 
possess a valid California driver’s license and have a good driving record; be able to read 
and write the English language and; be able to pass an extensive background investigation.  
Completion of a high school diploma or GED equivalent is required.  
 
Selection Process: Candidates must submit a completed City of San Bruno Application. 
Apply online at http://www.sanbruno.ca.gov or request an application by contacting 
Human Resources at 650/616-7055.  You may also pick up an application at the City of 
San Bruno – Human Resources Department, 567 El Camino Real, San Bruno. 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
The City of San Bruno supports workforce diversity and is an Equal Opportunity Employer 
(EOE) and as such does not discriminate on the basis of age, race, color, sex, religion, 
ancestry, physical or mental disability, marital status, sexual orientation, or national origin in 
its employment actions, decisions, policies and practices. The City of San Bruno complies 
with the employment provisions of the Americans with Disabilities Act (ADA). Contact us at 
(650) 616-7055 to discuss your needs. 

 
 

Note: This job announcement is designed as an informative guide and is subject to change. 
It does not constitute an expressed or implied contract

http://www.sanbruno.ca.gov/
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